UNIVERSITY OF

Southampton

Programme Revalidation Policy and Procedure

This is a defined Policy and Procedure which all Faculties are required to follow.
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2.3

2.4

3.2

Introduction
This documentdescribes the policy and procedure for revalidating programmes of study

and covers;

. Any taught undergraduate and postgraduate programme leading to a University of
Southamptonaward.

o Research degrees with a taught component (e.g. Engineering Doctorate).

o Programmes developed by Partner Institutions are subjectto the programme approval
procedures detailed in the Collaborative Provision Policy.

o Major changes planned outside of the normal validation cycleor where it multiple

changes have been made which, in the opinion ofthe Associate Dean (Education and
Student Experience) adds up to a major change.

Principles
Programmes are validated for a defined period only (normally amaximum of five years)

Where a validation is proposed beyond the five year period of approval, the Faculty
concerned must present the rationale for this and request an extension of the period of
validation from Academic Quality and Standards Committee (AQSC).

In good time before this validation expires, programmes mustagain undergo revalidationin
accordancewith the procedures set outin this document, to assess their continuingvalidity
and relevancein the light of:

) the relevance of the programmeto Faculty and University education and research
strategies;
. the effect of changes, including thosewhich are cumulative and those made over time,

to the design and operation of the programme;

the continuing availability of staff and physical resources;

current research and practicein the application of knowledgein the relevant
discipline(s), technological advances, and developments in teaching and learning;
changes to external points of reference, such as subject benchmark statements;
relevant Professional, Statutory and Regulatory Boards’ (PSRB) requirements;

changes in student demand, employer expectations and employment opportunities;
data relating to student progression and achievement;

student feedback, including the National Student Survey (NSS) or other student survey
tool relevant to the programme.

At the first meeting of AQSC each academic year Faculties will submittheir programme
revalidation plans forthe comingacademicyear. Once received, these will be disseminated
by the Secretary of AQSC to Directors of Professional Services in the spiritof improved
communication and planning.

Adviceand Assistance
Programme Leads' should consulttheir Faculty Academic Registrar (FAR) for adviceon
revalidation arrangements, the timescales to be followed and the supportavailable.

Furtheradvicerelating to the programme revalidation policy and procedure should be
directed to the Quality Standards and Accreditation Team (QSAT).

' This role may be undertaken by the Programme Lead or the Director of Programmes where the structure of programmes/Faculties makes
this more suitable.
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4.2

4.3

4.4

4.5

5.1

Timing
The actual length of the lead in time is impacted by both internal and external drivers
relating to publication of information for students and applicants.

The table below sets outthe standard timescales for the revalidation of undergraduate
programmes w here a Key Information Set (KIS) record is required". The KIS is an external
driverwhichis audited by the Higher Education Funding Council for England. No
undergraduate programme can be advertised through UCASwithouta completeKIS. The KIS
data for the coming academic year needs to be finalised by M ay.

Requirement Timing
KIS information published Entry minus 5 months
FirstEntry September

The table below sets outthe standard timescales for the revalidation of undergraduate and
postgraduate programmes whereitis critical thatit features in the printed prospectus.

Requirement Undergraduate Programme Postgraduate Programme
Approval by FEG for Prospectus | Entry minus 32 months Entry minus 20 months
deadline

KIS information published Entry minus 5 months N/A

First Entry September September

Internally, the publication ofthe prospectusis an importantdeadline. However, there are
alternative methods of promoting programmes and, whileresorting to such options may
have a deleterious effect on recruitment, the opportunity will be taken to expedite
programmes w here this effect can be avoided.

The timeline for revalidation of programmes involving educational collaborations
(particularly high-risk international partnerships)will take longer. Please see the University
Collaborative Provision Policy for more information.

STAGE 1 - PROGRAMME EVALUATION

The purpose of Stage 1 is to collect the information to help confirm the continued
strategic fit and viability of the programme(s). The evaluation will consider whether it
continues to perform well (as defined by the University /Faculty performance

indicators and criteria).

The Programme Lead will complete an evaluative report on the operation of the programme
sincethe last validation. The report will reflect on information from the following sources:
0] previous annual programme and module reports (for previous 3 years);
external examiner reports (for previous 3 years);
reports from professional, statutory, and regulatory, bodies
NSS or other student survey tool relevant to the programme(for previous 3 years);
staff and student feedback from module and annual programme reports
staff/student liaison committees, focus groups, minutes of Faculty committees
that consider modules (for previous 3 years);
feedback from former students and their employers if available;
o] data currently held in Qlikview?:
o Student progression and award data.
League table position
Admissionsand Applications to the programme,;
External competitor programme information, where available;
Alumni destinations;

O 00O

o

11 Required forall undergraduate programmes full-time and part-time and integrated masters.
2 The Institutional Research team are developing a Qlikview dashboard App which will enable the required performance data on Student
numbers, Demographics, Tariff points, Progression, Outcomes, DHLE , NSS and League table positions, to be obtained from a single source.
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5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

Performance criteriamay also vary by discipline and Faculty, and additional requirements can
be requested by Faculty Executive Group (FEG) and/or Faculty Programmes Committee (FPC).

If there are any areas that are not performing as expected, or where additional investigation
is required, the Faculty may ask for inputand advice from internal stakeholders.

The listbelow suggests the minimum stakeholder list, but exceptions can be made as
determined by the Associate Dean (ESE) (ADE) relevant to the needs of the Faculty and
disciplineand/or programme.

Students (viaappropriate Faculty forum)

M arketing

Careers and Employability

FAR or nominee of Faculty

FAR or nominee of partner Faculty (compulsory for joint programmes)

In addition, the following stakeholders should be notified of the programme evaluation and
have the opportunity to respond ifthere are any concerns identified.

iSolutions

Library

Institutional Research

Strategy, Planning and Analytics

International Office

Student Services, (including Enabling Services and First Support)
Student and Academic Administration (timetabling/visas)
Assistant Director SAA (Head of University Admissions).

The Evaluative report (including feedback from internal stakeholders and the Programme
Lead response)will be reviewed by the ADE who will make recommendations to the FEG.

Documentation
The followingdocumentationis presented to FEG;

. Evaluative Report
. Draft Programme Specification

Role of the FEG
The FEG will use the information provided to it to consider whether:

there is stilla market demand

student number trends are increasing, static or decreasing

the programme continues to fit within the University /Faculty/Academic Unit portfolio
progression and outcomes data is satisfactory

the Universityis delivering agood studentexperience - NSS / DLHE etc

there is a good academicrationale for the programmeto continue;

the University has the appropriate resources (including staffing) to supportthe
delivery ofthe programme and to provide a high quality studentexperience;

Outcomes
Following consideration of the information provided FEGwill make one of the following
decisions:

. Approvethe revalidation proposal
o Approvethe revalidation proposal with conditions and resubmitto FEG
o Rejectrevalidation proposal and recommend programme for closure.

5.10 The decision ofthe FEG will be forwarded to the Secretary to AQSC for report to AQSC.
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STAGE 2 - PROGRAMME DEVELOPMENT

The purpose of Stage 2 is to facilitate the development of the programme specification,
module profiles and programme related information.

Following approval by FEG, the Programme Lead should continueto update the
programmeinformationwith any changes that need to be made.

Validation Preparation
In consultation with the ADE, the Programme Lead and the FAR should agreethe timeline
for the academic scrutiny of the programme, and, if required, the meeting of the Faculty
Scrutiny Group (FSG).

Appointment of External Advisor
The Programme Lead, in consultation with academic colleagues, should nominate an
External Advisor) to participate in the revalidation of the programme(s).

The nomination mustbe submitted to the ADE for approval. The External AdvisorPolicy,
including the criteria for nomination and nomination formis available from the Quality
Handbook.

The External Advisormustcompletea report using the template available from the Quality
Handbook. The comments and feedback from of the External Advisor mustbe recorded.
The External Advisorwill receivea responseto their comments.

Where a single External Advisorwould beunableto commentin an expert manner on all
the disciplines involved in the programme, it is expected that additional External Advisors
should beappointed. Similarly, for jointhonours or multi-disciplinary programmes there
may be a requirement for more than one External Advisor so that the necessary expertise
in all major disciplinesis covered.

Academic Scrutiny

Revalidationis underpinned by academic and professional peer review by internal
colleagues and external subject specialists. This takes the form of the Faculty Scrutiny
Group (FSG).

The Faculty Scrutiny Group will meet with members of the programmeteam. The
composition of the programme team should be such that there would be suitable
representation from subjects included inthe programme. Attention should be paid to
appropriate subjectrepresentation for joint programmes across disciplines or Faculties. It
is recommended that representation should be a minimum of 3 members of the
programme team in additionto the Programme Lead (e.g. Module Leads, Year
Coordinators, Admissions Tutor, Specialisation representatives). A greater number of
members of the programme team would be appropriate for joint programmes.

Documentation
The followingdocumentationis required for Academic Scrutiny;

Evaluative Reportand overview of any proposed changes to the programmes
Programme Specification

Module profiles for all modules

External Advisorreport and response

Internal Stakeholder reports and responses

Faculty Scrutiny Group constitution

6.10 The membership ofa FSG mustincludeas a minimum:

Associate Dean (ESE) or nominee (Chair)
AQSC representative (a member of academic staff external to the Faculty nominated by
the Faculty and approved by AQSC).

o Student representative (normallyfrom the same Faculty as the location of the
programme, but may be a representative from the Students’ Unionwhere necessary)
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6.12

6.13

6.16

6.17

6.18

6.19

6.20

6.21

. FAR or nominee

) External Advisor

. Member of staff with requisite expertise (compulsory for on-line/distance learning
programmes)

o Member of FPC (onlyif a member is not already present)

Other members of staff with relevantexpertise may be invitedto join FSG as required,
includingthose from professional services.

As a member of FSG, ifa studentis notableto attend the meeting ofthe FSG, s/he should be
encouragedto giveviews on any programme changes through alternative means.

The member of FPC is a full member of FSG but will also be asked to confirm to FPC that
the appropriatelevel of scrutiny has been given to the revalidation proposal.

The AQSC representativeis asked to confirmon behalfof AQSC that the programme
revalidation procedure has been followed appropriately.

Where appropriate, representatives from PSRBs may also be invited to participatein FSG, to
enable both PSRB accreditation and University revalidation to take place simultaneously. In
such cases, there may be requirements for additional documentation and/or for engagement
withthe programme team.

Role
The role of FSG, on behalfof FPCis to confirm;

. that the programme continues to meet threshold academicstandards,

o that all elements and process have been completed appropriately,

. that any conditions set and/oramendments required by the FEG have been met
o that the comments of the stakeholders have been considered and addressed.
Outcomes

FSG will make one of the following decisions:

Endorsethe proposal to revalidate the programmeand recommend approval by FPC.
Endorsethe proposal to revalidate the programme and recommend approval by FPC
with conditions

o Require further work to the programme documentation and resubmit proposal to
revalidate the programmeto FSG.
o Reject proposal and close programme(s)

If further work is required, the Programme Lead will undertake this as necessary and revise
the programme information to address anyissues raised by FSG. Ifrequired (seeabove),
s/he will submitthis for further scrutiny orsign off by FSG.

Once finalised, FSGwill agree the outcome of the academic scrutiny and make a
recommendation to the FPC.

FSG will draw general conclusions, commendations, and recommendations. Confirmation
and evidencethat these conditions have been met will be monitored by the FPC. FSG will
identify,where applicable, any general issues emerging from the discussion, including
examples of good practice,whichshouldbe drawn to the attention of FPC.

A written report of FSG including any recommendations/commendations/conditions should
be completed and submitted to FPC.
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STAGE 3 - PROGRAMME APPROVAL

The purpose of Stage 3 is to record the approval of the programme by FPC and to
manage the administrative elements of programme set-up and communication post
approval. FPCreceives the decision of FSG

Validation
FPCwill receive the written reportand the recommendation of FSG.

The member of FPC in attendance at the Scrutiny Group will confirmthat an appropriate
level of scrutinywas given to the proposal.

Outcomes
o Accept the recommendation of FSG
. Reject the recommendation of FSG

If a decision is taken to close an existing programme, the University’s policy on programme
closures mustbefollowed, to ensure that appropriate provisionis made for applicants, offer
holders and current students.

Post Approval
The revalidation stageis completed after FPC has accepted the recommendation of FSG.

Once the Faculty decision has been taken and, where applicable,itis confirmedthatany
conditions have been fulfilled, the Secretary to FPC will notify the Programme Lead and the
Secretary of AQSC.

The Faculty CQAteam is responsible for ensuringthat all necessary action is taken to
update the programme(s) and associated modules within Banner.

The Curriculumand Timetabling Team (CTT) is responsible for the creation of programme and
module codes.

The FAR, in conjunction with Faculty and Registry SAA Teams, will ensurethat the
programme has an accurate KIS.

The FAR, in conjunction with Faculty and Registry SAA Teams, will ensure that any new
exemptions or variations to University Regulations are submitted for inclusionin the
University Calendar.

The ADE will ensurethat any actions arising from programme validations are included in
the Faculty Action Plan and monitored viaFPC.

The Secretary to AQSC will notethe decision of FPC and will notify;

Head of Faculty Finance

Communications and Marketing (faculty and central)
Institutional Research

Library

iSolutions

Student Services

Recruitmentand Admissions Team (SAA)

Curriculum and Timetabling Team (SAA)

Head of Admissions

AQSC

Document Information

Author Quality Standards and Accreditation Team

Owner (committee) AQSC

Approved Date September 2016

Last Revision September 2016

Type of Document Policy and Procedure
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